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% I concur in the report as prepared, but I may want to defer action for
a while on setting up the Industrial Contract Audit Brench as a Division
under the Comptroller., A new man has been recruited to head up the
Industrial Contract Audit Branch, and it may be advisable to defer an
organizational change until the new man has had an opportunity to acquaint
himself with the operations of the Agency.
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. & schedule was established which will reduce the elapsed
time required for recording financiel tyansactions on the
official records of the Ageney. The reduction will average
approximately 3 working days. This results in more accurate
financial clearing of personnel resigning from the Agency and
& resultant decrease in the work burden of attempting to collect
monles owed the Agency by those no longer employed. This alse
made possible the elimination of certain subsidlary financisl
records which were being maintained in the Travel Section.

2. REDUQTION OF NOTICES ON DELINQUENT ACCOUNTS

The number of notices sent to the Area Blvisions on each
delinquent advance account was reduced from i to 2. ‘this will
not only decrease the work load invelwved bubt will bring delinguen~
cies to the attention of the DD/S sixty days eariier.

3. CHANDE IN FROCEDURE: '"RECORDS OF TRANSPCRTATION FURNISHED® -

Prooedure was changed whereby it iz not now necessarxry for
an Operations and Lisison Branch certifying officer to approve
these forms prior to their being processed for payment by the
Travel Section. This will eliminate one step in the processing
and expedite the payment of the ecarrier's inwoice.

ko CHANGE IN FROCEDURE = *

& new procedure was established which will require the
operations and Liaison Branch to process only those "Pransfers
of Accoumte" which require certification. This will decrease
by approximately 90% the number of "fransfers of Agcounts" forms
formerly processed by the Operations and Lisison Branchj will
eliminate the logging of these in and out of the Branchj and
will expedite thelr recording on the secounting records,

5. TRIAL REORGANIZATION OF IRAVEL SECTION

Three units were established: Domesbic Audit Unit;
Foreign Audit Unit; Processing and Control Unit. This type of
orgenization permitted the elimination of various logging

ae Mgy,
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operations thereby rﬁlf personnel for the primary function
of auditing vouchers. Before the mew units and procedures were

in eperation, & backloeg of ¥ teo 20 days of auditing work existed.
Travel vouchers are now beiwr sudited for peyment within 48 hours.
This report formalizes the Mew organization,

6. CHANOE I PROGEDURE - RLTMIBATION OF SUBSIDIARY FINANCIAL RFGORDS
0L S TN <
Hand pested subsidiary financial records, which were heing
maintained in the Trevel Seeition, wWers sliminated,
Te RIE DISPQSAL SCHEDULE

Ths disposal schedule vas amsnded to permit the destruction
of old pseudo cards, This will eliminate the maintenance of a
file,

8. ELIMDUTION OF THACTIVE AGSOUNTS PAYABLE PILE

e elimination of thﬁq file will allow personnel to mmd
more time on productive wobk,

9. CHAMGE IN FUNCTION - FOLLGY VP OF DELINQUENT ADVANCE ACCOUNTS

Pollow-up on all indfvidual delinquent advance accoumnts was
cantralized in the Accounts Branch. Better administrative centrol
should result.

10.

RES - PATROLL CHANGE NOTICES

The procedure for fopwarding payroll change notices by Agent
Services Section and the Payrell and Trevel Branch to Machine
Records Division was changed in order to spread the work load
over the last two weeks of each pay period instead of concentrat-
ing it at the end of the period, This should tend to decrease
overtime,

11, CHANGE TN FROCEDURE -~ Aﬂﬁm CQPTES OF PROPERTY RECEIVING DOCUMENTS

The new procedurs egtablishes Miscal Division as the receiving
office for these documenfs. It will eliminate their handling by
the Ageomnts Branch, FPindnce Division, and expedits the payment of
vendore' involces.

12, CHANGE TN LAYOUT - YRAVEL SECTION AND PAYROLL SECTION

A counter-type mailing was erected in the Travel Section
offige; cne persen was designated to reeeive all handwgarried
trayel woushers and answer all guestions pertaining to their
procesaing. By eliminating confusi 0: mere efficient operotion

47y Dewr Al
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should result.

Adgtitdonal space was pbtained for the Payroll Section., Fayroll
wnits were relocated in cmpe“ to improve uoriting conditions of *‘he

persennel and therehy increase individual performance.
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